POSITION DESCRIPTION PT-4
Town of Needham Assistant Director, Park and Recreation 3/98

Duties:

Under the generd supervision of the Director of Parks and Recregtion, perform a variety of recreationa
programming and adminigrative duties, induding planning, implementing, and supervisng recreationd
programs for the community.

In conjunction with the Director, determine the recrestiona needs of the community; research and evaluate
new program idess; develop, organize, implement and supervise programs and specid events, including at
outdoor pool and Sites located out of town; observe and evaluate recregtional programs, submitting
program summaries and eva uationsto the Commission; develop and enforce staff policies, train, supervise
and evauate recregtion staff; plan, organize and chaperone department events and trips, promote and
ensure safety of department programs and events; devel op seasonal brochuresfor Town-wide digtribution;
and organize and coordinate regisiration sessons.

Purchase recreationa supplies and equipment in accordance with Town and department policies, compose
adminigrative, satistical and program reports; prepare status reportson facility needs; assist the Director in
operating and capital budget preparation; act asaliaison to the School Department and Municipa Building
Maintenance department; encourage cooperative planning with community, regional and state agencies,
assigt the Director inidentifying funding sources, pursuelocd, sate, federa and privaiegrantsand maintain
state mandated records and ensure updating.

Compose, prepare and digtribute publicity releases; provide information to the community regarding the
philosophy, goalsand customer service focus of the Park and Recreation Commission; mantain high public
vishility asapart of the Commisson'soverdl public relations program; devel op and implement srategiesto
promote the department with public agencies, private organizations, local cableteevision, newspapers, the
Internet, etc.

Assg the Director with recruitment of over 100 seasond staff and volunteers, maintain working relationship
and represent the department and Commission with municipal departments, private and nonprofit
indtitutions, human service agencies and public and private schools, attend and participate in Commission
meetings, and prepare minutes of such meetings, maintain current informeation on trendsand programmingin
recreation through participation in continuing education programs and profess ond associ ations; andpafom
other related duties as required or directed.

Basic Knowledge:

Duties require intensve knowledge of specidized fidld of Park and Recrestion and leisure services
equivaent to the completion of aBachd or's Degreein recreation, physica education, or rlaed fidd; srong
communication skills, both oral and written; basic computer skills;, and avalid motor vehicle license.

Experience:
Dutiesrequire over one year, up to and including three years of relevant parks and recreation experience,
two years of which must include supervision.



I ndependent Action:
Incumbent functions independently within the broad scope of established departmental policiesand gods,
consulting with Director on mgor policy issues, disciplinary actions and maor expenditure of funds.

Supervisory Responsibility:

Incumbent provides direct supervison of over 100 seasond employees and volunteers, including
bility on evenings, weekends, and holidays. 1nthe absence of the Director, incumbent is accountable
for continuing the operations of the Park and Recreeation Commission and facilities

Physical and Environmental Standards:
Normd office environment, not subject to extremes in temperatures, noise, odors etc., when in the
office; sgnificant portion of time spent outside overseeing program and planning maintenance.
Regular interruptions to asss citizens.
May spend extended periods at terminal, on telephone, or operating other office machines, requiring
eye-hand coordination and finger dexterity.
Regular lifting and carrying of files, documents, records, and supplies for facilities and programs.
Some travel by persond automobile within the Town and to neighboring towns.
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